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Welcome 

 

This tutorial will guide you through the process of adding 

internal users for processing wage records and benefits.  

 

Users with the AdministratorAdministratorAdministratorAdministrator role have the sole capability 

to add internal users with a role to the employer’s ac-

count. 
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Log into your account and click on Manage Users.  You can also click 

on Maintain Accounts from your left-hand navigation bar and then on 

User Information. 
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The User Maintenance screen will appear, here you will be able to see 

your current users and their access.  To add additional users click the 

Add User button. 
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Complete all the areas that have asterisks and then, click the Next but-

ton.  The authorization level will determine what the user will be able 

to process on the account and should be determined by the Adminis-

trator.  Hovering over the little icon next to the authorization level 

gives you a brief explanation of what each of the roles consists of.  

 

If you have more users to add you can click on Add & New. You will 

see this screen again and can proceed with your next user. All emails 

must be valid emails. This will become the main means of communica-

tion between the agency and employers. 
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The Internal Account User screen will appear showing the new user. You can 

also edit your information such as changing a password, telephone number or 

delete logon access.  You must always have an administrator on the account and 

they cannot be deleted from the account.   

If the current administrator needs to be changed or removed a second adminis-

trator will need to be added first. Then you will be able to change the authority 

level of the existing administrator to any of the other options or delete that us-

er. 

Phone representatives are available by calling 1-800-891-6499, choose option 

#2, and then choose option #3 if you have any questions on adding a new user. 


